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OPEN ITEM SUMMARY REPORTS: 
 
 

1. Choose Spending Reports 
2. Choose Open Item Summary Report 
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ALWAYS choose the current FY at this screen 
 

 
 
 
 
 
 
Select either one or all of the Budget Fiscal Years on which you wish a report.  I’d 
always start with the most recent prior year (i.e. 2001) first.  This sets up the parameters 
for the rest of the reports.  You can then run reports on any FY you choose.  In this 
instance I ran and received a report on all five fiscal years.   
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ALWAYS select “Ignore” at this screen 
 

 
 
 
 
 
For this report (or any report on which you want all accounts at your location included), 
select “Ignore” at this screen 
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MWA is always Division 36.  Select 36 and say “OK” 
 

 
 
 
 
 
 
 
 
Select or type in your location (the location mode plus 3 zeros).  Say “OK” 
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For this report (or any report on which you want all accounting codes) select “Ignore” 
 
 

 
 
 
 
 

Waiting… 
 

…As time flies by… 
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The report will process and return the data.  This report included all 5 years, with the 
years being interspersed throughout the report.  The years for the data are shown under 
the column heading “BFY/EBFY”.   
 

 
 




